BY ORDER OF THE COMMANDER 305th RESCUE SQUADRON INSTRUCTION
305TH RESCUE SQUADRON 10-201

18 June 1998

Operations

STATUS OF RESOURCES AND TRAINING
SYSTEM REPORTING

COMPLIANCE WITH THISPUBLICATION ISMANDATORY

NOTICE: This publication is available digitally on the HQ AFRC WWW site at http://
www.afrc.af.mil. and the AFRCEPL (CD-ROM), published monthly.

OPR: 305RQS/DOO (SMSgtBrendaD. Davis) Certified by: 305 RQS/DO (Lt Col Michael G.
Shook)

Supersedes 305 RQSI 10-201, 1 April 1996 Pages. 4
Distribution: F

Thisinstruction implements AFPD 10-2 and references are contained in AFI 10-201. It establishes poli-
cies, procedures, and criteriathat govern resource and training status reporting by the 305 RQS. It applies
to all 305 RQS offices that supply data for the periodic reports.

SUMMARY OF REVISIONS

This revision updated command designations. Changed locations, office symbols, and report submission
timeframe. A (|) indicates revisions from the previous edition.

1. Responsibilities:

1.1. 305 RQS Commander will appoint, in writing, a primary and a minimum of one alternate, Status
of Resources and Training System (SORTS) manager. A copy of the appointment letter will be for-
warded to the SORTS manager for inclusion in the unit SORTS file. NOTE: Unit SORTS files are
maintained by 305 RQS Current Operations.

1.2. The primary SORTS manager is responsible for the collection of data required to prepare the
SORTS report for transmission to higher headquarters. The alternate SORTS manager will complete
the SORTS report when the primary SORTS manager is unavailable. This report is to be submitted
not later than the third duty day after each unit training assembly (UTA), a minimum of one report
each 30 calendar days, and within 24 hours of "C" status change.

1.3. Thefollowing offices are identified as data handlers. Operations Training (DOT), Life Support
(DOL), Programs and Mobility (MAL), Communication Element (SC), and Plans Directorate (XP). It
is their responsibility to gather data and provide it to the primary SORTS Manager (DOO).

2. Procedures:
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2.1. DOO will provide data handlers locally-developed worksheets that will be available not later
than Wednesday prior to the scheduled UTA. The worksheets will be classified CONFIDENTIAL
when filled in and protected as such.

2.2. MAL will collect the datafor the maintenance division and any other source required to complete
appropriate worksheet and forward to DOO in accordance with paragraph 1.3.

2.3. The SORTS report is the primary metric for the squadron key process (provide combat rescue
capability) and will be reviewed by the senior executive |eadership (Commander, Deputy Command-
ers for Operations, Maintenance, and Mission Support or their designated representatives) prior to
submission to higher headquarters. The final report will be stored in the Operations safe, #DO-2,
Building 1630, Room 127.

2.4. SORTS reports and worksheets will be kept on file no longer than 90 days.

3. Training:

3.1. Before being assigned as data handlers, highly recommend data handlers attend an initia training
classinther area of expertise (i.e.,, DOT, DOL, MAL, etc.) conducted by HQ AFRC/ DOOR.

3.2. The SORTS manager will conduct additional data handler training (individually or in a class-
room environment) as needed.

3.3. Training accomplishments will be documented and placed in the unit SORTS training binder
(maintained by the SORTS manager).

4. Self-Inspections. Self-inspections will be conducted semiannually in January and July. A data han-
dler, selected by the Deputy Commander for Operations, will conduct the July self-inspection using the
checklist in Attachment 1. The January inspection will be conducted by the SORTS manager. Completed
self-inspection documentation will be maintained by the SORTS manager. A copy of the self-inspection
checklist will be forwarded to the unit Self-Inspection/ Crossfeed monitor.

KENT D. CLARK, Col, USAFR
Commander
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Attachment 1
SORTSPROGRAM SELF-INSPECTION CHECKLIST

Al1.1. Security:

A1.1.1. Safeguarding of Classified Sorts Material. |s classified SORTS information properly safe-
guarded? (AFI 31-401) Thisincludes diskettes and hard disks used with the microcomputer system.

A1.1.2. Maintenance and Storage of SORTS Classified:

Al1l.1.2.1. Are worksheets and associated documents properly classified and marked? (AFI
10-201, paragraph 1.4.)

A1.1.2.2. Isthe proper security classification assigned to each card in the database? (AFI 10-201,
paragraph 1.4.)
A1.1.2.3. Does SORTS data handler have a secure work environment? (AFI 10-201, paragraph
14)
Al1l.2. Training:
A1.2.1. Training Program:

A1.2.1.1. Isthere an established training program at unit level to ensure data handler proficiency?
(AFI 10-201, paragraph 1.12.1.)

A1.2.1.2. Istraining documented? (AFI 10-201, paragraph 1.12.1.)
A1.2.2. Training and/or Orientation of Unit SORTS Monitors. Have al unit primary and alternate
data handlers received SORT Straining? (AFI 10-201, paragraph 1.12.1.)
A1.3. Formatting and Preparation Procedures.
A13.1. General SORTS Guidance:

A1.3.1.1. Have al primary and aternate data handlers been appointed in writing? (AFI 10-201,
paragraph 1.12.1.)

A1.3.1.2. Isthe unit data handler using the SORTS worksheets [ACC Unit SORTS Editor and
Retrieval System (ACCUSERS Format)]?

A1.3.1.3. Areadll unit commanders briefed monthly on complete SORTS status?

A1.3.1.4. Have semiannal self-inspection checklists been developed? (305 RQSI 10-201)
A1.3.2. Inspection in Formatting and Report Preparation Procedures:

A1.3.2.1. Doesthe unit maintain AFl 10-201 (with al changes and IM Cs posted)?

A1.3.2.2. Does the unit maintain the AFRC supplement and applicable interim guidance to AFI
10-2017

A1.3.2.3. Hasthelocal reporting agency developed a publication or supplement to establish local
SORTS reporting procedures?

A1.3.3. Quality Assurance Procedures:
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A1.3.3.1. Are SORTS worksheets being maintained for 90 days? (305 RQSI 10-201, paragraph
2.4.)

A1.3.3.2. Isthe signature of the unit commander or designated representative reflected on
ACCUSERS worksheets? Areletters of designation for alternate signatorieson file? (AFI 10-201,
paragraph 1.13.1.)

A1.3.3.3. Are al C-level calculation worksheets being accomplished each UTA? (AFI 10-201,
AFRC Supplement, paragraph 3.6.1.2.)

A1.3.3.4. Does the commander determin the overall unit C-level? (AFI 10-201, paragraph
1.13.1)

A1.3.4. Timelinessof Report Submission. Isthe report submitted to AFRC in atimely manner? (AFI
10-201, AFRC Supplement, paragraph 1.12.1.)

A1.3.5. Sub-Area Remarks Utilization:

A1.3.5.1. Do remarksidentify shortages and adequately describe problems and corrective action
for those measured areas less than C-1? (AFI 10-101, paragraph 1.13.1.)

A1.3.5.2. Areremarks current and valid? (AFI 10-201, paragraph 1.12.1.)
A1.3.6. Standardized Remarks:
A1.3.6.1. Isthe unit complying with standardized remarks? (AFI 10-201, paragraph 1.13.1.)

A1.3.6.2. If the commander determines the C-level to be lower or higher than the computer per-
centages indicated, is the commander’s justification reflected in the remarks under |abel
“REASN”? (AFI 10-201, paragraph 8.4.)

A1.3.7. Timely Reporting of C-Level Changes. Isareport submitted when any measured area or unit
overall C-level changes? (305 RQSI 10-201)

A1.3.8. Forecast Data Currency. Doesthe data base contain any expired forecast datesin “K” card or
remarks?

A1.3.9. DOC Statements:
A1.3.9.1. Does each unit have a current DOC statement on file? (AFI 10-201, paragraph 2.4.)

A1.3.9.2. Has DOC statement been reviewed and initialed by the unit commander annually?
(AFI 10-201, AFRC Supplement, paragraph 2.4.)

A1.3.9.3. Isthe MAJCOM annual review annotated when required? (AFl 10-201, AFRC Supple-
ment, paragraph 8.7.)
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